
Browsing the Manual with Bookmarks 
Bookmarks provide a visual table of contents for the Procurement and Contracting 
Services Procedures Manual.  Each chapter and subheading in the bookmark pane is a 
hyperlink to the associated chapter or subheading.   

To use a bookmark: 

1. To show the Bookmarks palette, click the bookmark tab on the left border of the 
document pane.  If you do not see the bookmark tab, choose Window > Show 
Bookmarks to open the palette or click the Show/Hide Navigation Pane button in 
the menu bar.  The Navigation Pane and its tabs will appear.  You may need to or 
click the Bookmarks tab to bring the palette to the front of its group. 

Note:  If you are viewing the manual online with Internet Explorer, the 
Show/Hide Navigation Pane button may be the only option available. 

2. To jump to a topic using its bookmark, click the bookmark’s icon or text in the 
palette.  To view the subheadings in a chapter, click the plus sign next to a 
chapter. The chapter will expand to show its subheadings. 

The bookmark for the part of the document currently showing is boldfaced.  You can turn 
highlighting on or off by selecting Highlight Current Bookmark in the bookmark palette 
menu. 

If the navigation pane disappears when you click a bookmark, the document creator has 
activated the Hide After Use command.  To show the navigation pane again, click the 
Show/Hide Navigation Pane button on the command bar. Deselect Hide After Use in the 
navigation pane’s palette menu if you want the navigation pane to remain open after you 
click a bookmark. 

Bookmarks can be subordinate to other bookmarks in their hierarchy; a higher level 
bookmark in this relationship is the parent, and a lower level bookmark is the child.  
You can collapse a parent bookmark in the palette to hide all its children.  When a parent  
bookmark is collapsed, it has a plus sign (Windows) or a right-pointing triangle (Mac 
OS) next to it. If the bookmark you want to click is hidden in a collapsed parent, click the 
plus sign or triangle next to the parent to show it. 

To select the bookmark for the part of the document showing in the document pane, 
choose Find Current Bookmark from the Bookmarks palette menu, or click the Find 
Current Bookmark button at the top of the Bookmarks palette. If the bookmark is hidden 
in a collapsed parent, the parent bookmark is opened so you can see the selected 
bookmark. 
 


	Browsing the Manual with Bookmarks

